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c. ®be iMtellation, operation, use, and seintansncc of electric accounting and 
statistical Machines in the Office of toe Controller. 

d* Establishing and Main taining the necessary punched -card data for all officss 
for which services by Machine Records Division of to* Office of tot Coc?ptroller 
are authorised* 

®. Preparing reports and ether data far Agency offiesa in accorfisjaco with 
agreed-to schedules. 

f . maintaining toe security of classified iafcsmttoa eollsetod trm various 
Ages scy eos&sients sod reproduced on Machine tabulation carls or in an;/ 
other asrassr in accordance with prescribed security standards. 

4. PROCSKS® 

a. Requests fur toe application of scale requirsejents in to* administrative 
field to also trice! accounting mach i ne Methods will be submitted to toe 
Controller on Fees So. 36-135# Machine Records Project Work Order ,ty the 
office having Jurisdiction over toe subject natter. 

b. Each request submitted to to* Cka^turoller shall be signed by an authorized 
representative of torn originating office# end shall include: 

(1) A brief description of toe service requested, 1.*.# content of finished 
reports, sours* data, met& Methods of collecting; Unitin g factors as 
to cut-off dates mad iesdliaw . 

(2) She fuaettoe and purpose of to* service requested with reference to 
requiring directives. 

(3) A Justification for toe use of sSastrtc accounting machine methods. 

(4) Ssttnsts of personnel, tlae, end cost requirements by manual or other 
Methods. 

(5) Frequency of submission with starting and completion dates. 

e. fbe Comptroller will analyse detoils of requests in ccOlaborstim with 
toe office waking to* request, in appropriate cases will coordinate to* 
proposed procedures and machine utilisation with toe Management staff, 

W/A, determine the adaptability of to* weed: requirement to electrical machine 
methods end toe feasibility of performing to* work requirement with toe 
facilities end staffing available or obtainable. When determination Is mads 
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that electrical machine methods axe adaptable to the proposed work require 

amt; tba Comptroller, ta collaboration with tbs requesting office, will; 

(X) Determine reporting f onset sad devise any mamma# codes fear us j 

by reporting sources which vill be Boat adaptable to aneblne processing. 

(fi) Establish tine schedules for finished reports. 

( 3 ) Dstenfciae swthods «yws fre®*saey of trsasiaittel of date to Machine 

Record# Division fox processing and establish necessary cut-off -Sates 
to seat approved schedule for finished reports. 

(k) Design tabulating form for use In presenting finished reports. 

(5} Develop detailed electric •■y > t w m tta g Fffpfo j"* operating procedures 
including preparation of test runs as required. 

( 6 ) Determine method of aalntadaing bade records for use In final 
b alancing sad revise of finished reports. 


FOR THE DIRECTOR OF CERERAL IHSS&ISMCE: 


L. K. WHITE 
Deputy Dirac tear 
(Adteinistrafcicsi ) 

DISTRIH/TKM: AB 
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